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North Carolina Department of  Transportation 

Log On Aviation System 

To log on the Aviation System, you will need your 
Partner Connect user ID and password. If you have 
forgotten your ID or password, contact NCDOT SAP 
Support Services at 919-707-2208 or via  e-mail: 
DOTITSAPSupportServices@ncdot.gov. Tell the 
Help Desk Technician that you are an external user 
for the Aviation System, and give them the eight-digit 

number entered on your access authorization form. 

1. Navigate to https://partner.ncdot.gov.  
The Partner Connect log on screen  
displays. (Figure 1) 
Note: The Partner Connect portal can also be 
accessed from the State Airport Aid website 
(https://connect.ncdot.gov/municipalities/state-
airport-aid) by clicking the Partner Connect Login 

Page link. 

2. Enter your Partner Connect user ID in the User 

ID field. 

3. Enter your Partner Connect password in the 

Password field. 

4. Click . The Message from webpage  

dialog box displays. (Figure 2) 

5. Click . The Welcome screen displays. 

(Figure 3) 

6. Click . The Grants Home 

Figure 1 

Figure 2 

Figure 3 

Figure 4 

A warning message displays when an 
open session is about to expire due to  
inactivity. (Figure 4) If a session times out, 
another message displays directing you to 
the Grants Home screen so that you can 
select the appropriate link to re-enter any 
unsaved data that was lost. To prevent 

losing data, save your work frequently.  

mailto:DOTITSAPSupportServices@ncdot.gov
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North Carolina Department of  Transportation 

System Navigation 

 Click to hide the Navigation 
panel on the left side of the 

screen or click to display it. 

(Figure 1) 

 Click to navigate to 
the previous screen or click

to navigate to the next 

screen. (Figure 1) 

 Click a link in to 
open a recently accessed  

document. (Figure 1) 

 Click to return to 
the Grants Home screen.  

(Figure 1) 

 Click to the left of a heading 

to expand a section or click
to collapse a section. (Figure 

2) 

 Click to automatically scroll 
back to the top of the screen. 

(Figure 2) 

 Click or to 
display or hide additional rows. 

(Figure 2) 

 Click , , or a 
highlighted page number to  
display additional table rows.  

(Figure 2) 

 

 

Figure 1 

Figure 2 
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North Carolina Department of  Transportation 

Customized Displayed Data 

Lists of data display in customizable tables. 
To change the navigation and/or layout of a 

table, click in the table header. (Figure 1)  

Make changes using any of the steps listed 

below, then click . 
 

 

Table Navigation—the method by which  

additional table rows are displayed may be 
selected, and the number of rows to display 

at one time may be set. (Figure 2) 

1. Select one of the following radio buttons: 

 Scrolling—allows additional table 
rows to be  
displayed by moving a scroll bar on the 

right side of the section 

 Paging—allows additional table rows 
to be  
displayed a page at a time by clicking

or  

2. Enter the number of rows to display in the 
Number of Visible Rows Before  
Scrolling or Number of Rows Before 

Paging field, if desired. 

 

Figure 1 

Figure 2 

Topic continues on next page 
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North Carolina Department of  Transportation 

Customize Displayed Data, cont. 

Add or Remove Columns—columns may be 

added to or removed from a table. Column 
headings that may be added to the table dis-
play in the Available Columns section. The 
Displayed Columns section displays col-

umn headings that are currently included in 

the table. (Figure 3) 

1. Click to the left of one or more column 

headings to move. 

2. Click or to move the column  

heading(s). 

Rearrange Columns—columns are  
rearranged in the table by reordering the list 
of column headings in the Displayed  

Columns section. (Figure 3) 

1. Select a column heading to move in the 

Displayed Columns section. 

2. Click to move the column to the left in 

the table. 

3. Click to move the column to the 

right in the table. 

Adjust Column Width—the width of  
columns in the table are adjusted by entering 
values in the Width column of the Displayed 
Columns section. Enter a larger value to 

widen a column in the table. Enter a smaller 
value to reduce the width of a column.  

(Figure 3) 

Sort—tables may be sorted by values in a 

selected column. (Figure 4) 

1. Click in the Sort By field to select a  

column heading. 

2. Click the Ascending radio button to sort 
table rows in alphabetical or numerical  

order. 

3. Click the Descending radio button to sort 

table rows in reverse order.  

Figure 4 

Figure 3 
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North Carolina Department of  Transportation 

Search for Documents 

Click to display all documents of a selected type (Requests for Aid, Agreements, etc.) for 

your agency. This is the most common way to search. 

Specific Document Search 

You can search for specific documents using 

search criteria, if desired. (Figure 1)  

1. Click to select a Field. 

2. Click to select an Operator. 

3. Enter or select a Value. 

Note: Click to display specific values; 

click to display a calendar from which a 

date may be selected; or click to  
display a list of values from which to 

choose. 

4. Click . A list of documents  
matching the search criteria displays in the 

Result List section. 

Save Specific Document Search 

Search criteria may be saved for repeated 

use. (Figure 2) 

1. Perform a search using desired Fields, 

Operators, and Values. 

2. Enter a name for the saved search in the Save Search As field. 

3. Click . The search name displays in the screen header. (Figure 3) 

Use Saved Search 

Saved searches may be used at any time. (Figure 3) 

1. Click in the search name field in the screen header, then select the desired search.  

2. Click . A list of documents matching the saved search criteria displays. 

Delete Saved Search 

To delete a saved search, select the saved search, then click . (Figure 3) 

Figure 1 

Figure 2 

Figure 3 
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North Carolina Department of  Transportation 

Display Request for Aid 
Use this procedure to display an existing  
Request for Aid. (Requests for Aid are also 

called Applications.) 

1. Navigate to the Grants Home screen. 

(Figure 1) 

2. Click Display Request for Aid Appl in the 
Search section. The Search: Grantor 

Applications screen displays.  

(Figure 2) 

3. Enter search criteria, if desired, then click

. 

4. Click the desired Request for Aid number 
in the Application ID column. The  

Application: [number] [description] 

screen displays. (Figure 3) 

5. Review data in the Request for Aid  

sections. 

Request for Aid Sections 

Application Form—displays the Request for 
Aid in PDF format. (Figure 3) The most  
recent version of the Request for Aid  

defaults. 

Click in the Version field to display a  

previous version, if desired.  

The Last Changed By and Change Date 
fields indicate who performed the last update 

to the Request for Aid and when. 

Use the scroll bar within the PDF screen to 

display additional pages.  

Click to print the Request for Aid, if  

desired.  

 

Topic continues on next page 

Figure 1 

Figure 2 

Figure 3 
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North Carolina Department of  Transportation 

Display Request for Aid, cont. 

Application Details—displays key  

information from the Request for Aid,  
including amounts, funding sources,  

and participation goals. (Figure 4)  

Refer to the table below for explanations of 

the possible Request for Aid statuses.  

 

 

 

 

Status Description 

Created Request for Aid created, but award letter not issued 

Award Letter Issued Award Letter issued 

Submitted Request for Aid submitted to DOA 

Returned Request for Aid returned to Airport for corrections 

Rejected Request for Aid rejected by DOA 

L1 Approval Request for Aid approved by DOA APM; forwarded to DOA Finance 

Returned to PM Request for Aid returned to DOA APM for additional information 

L2 Accepted by DOA Request for Aid approved by DOA Finance; forwarded to Airport Sponsor for pinning 

Accepted & Pinned Request for Aid pinned and accepted by Airport Sponsor 

L3 Approved by DOA Request for Aid approved by DOA; Grant Agreement in process 

Completed Request for Aid is completed 

Topic continues on next page 

Request for Aid Sections, Continued 

Figure 4 
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North Carolina Department of  Transportation 

Display Request for Aid, cont. 

Attachments—displays a list of documents 

that have been attached to the Request for 

Aid. (Figure 5) 

To display an attachment, click a document 

title in the Name column. Click to close 

the attachment.  

To attach a document, perform the following: 

1. Click . The Attachment—
Webpage Dialog box displays.  

(Figure 6) 

2. Click . The Choose File to Up-

load dialog box displays. 

3. Navigate to the desired PDF document, 

then double click the document. 

4. Enter the title of the document in the 

Name field. 

5. Enter a brief description of the document 

in the Description field. 

6. Click . The document displays in 

the Attachments section. (Figure 5) 

Transaction History—displays links to items 

related to the Request for Aid.   

(Figure 7) 

To display a transaction, click a link in the 

Transaction ID column.  

Click to return to the Request for 

Aid.  

 

 

Request for Aid Sections, Continued 

Figure 5 

Figure 7 

Figure 6 
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North Carolina Department of  Transportation 

Change Request for Aid 
Use this procedure to make changes to a  
Request for Aid. (Requests for Aid are also 
called Applications.) Data may be entered in 

shaded fields only.  

1. Navigate to the Grants Home screen. 

(Figure 1) 

2. Click Change Request for Aid Appl in the 
Search section. The Search: Grantor 
Applications screen displays.  

(Figure 2) 

3. Enter search criteria, if desired, then click

. 

4. Click the desired Request for Aid number 
in the Application ID column. The Edit  
Application: [number]  screen displays. 

(Figure 3) 

5. Enter the name, title, address, telephone 
number, and email address of the airport 

representative in the Account section. 

6. Enter the consultant firm, project  
manager, address, telephone number, 
and email address of the consultant firm in 

the Consultant section, if applicable. 

Topic continues on next page 

Figure 1 

Figure 2 

Figure 3 
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North Carolina Department of  Transportation 

Change Request for Aid, cont. 
1. Enter a brief description of the work in the 

Work Element field. (Figure 4) 

2. Enter the dollar amount requested in the 
State Aid Requested, FAA Funds  
Proposed, and/or Local Funds  

Commited fields, as appropriate.  

3. Press Enter. The total amount requested 

displays in the Total Estimated Cost field. 

4. Enter the dollar amount requested for 
each category of expenditure in the  
Estimated Cost fields. (Figure 5) 
Note: Code A108 (Miscellaneous)  

requires a description.  

5. Press Enter. The total amount for all  
categories displays in the Expenditure &  

In-Kind Total field. 

6. Scroll to the bottom, then click

to validate your entries. 

(Figure 6) 

7. Review the message in the resulting  
dialog box to determine if corrections are 

required. (Figure 7) 

8. Click to close the dialog box. 

9. Make any corrections necessary. 

Topic continues on next page 

Figure 4 

Figure 5 

Figure 6 

Figure 7 
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North Carolina Department of  Transportation 

Change Request for Aid, cont. 

Save or Submit 

Only Airport Sponsors can pin and submit 
changes to a Request for Aid. If you are not 
an Airport Sponsor, you can only save your 

changes.  

Save 

1. Click . (Figure 6, previous 
page) The JavaScript Window dialog box 

displays. (Figure 8) 

2. Click . 

3. Click the link to upload attachments if  
applicable, following the on-screen  

instructions. (Figure 9) 

Submit 

1. Select checkboxes for the certification 

statements as applicable. (Figure 10) 

2. Enter your name, title, and pin number on 
the Sponsor Representative line.  

(Figure 11) 

3. Click . The JavaScript 
Window dialog box displays.  

(Figure 12) 

4. Click .  

5. Click the link to upload attachments if  
applicable, following the on-screen  

instructions. (Figure 13) 

Figure 10 

Figure 12 

Figure 13 

Figure 8 

Figure 9 

Figure 11 
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North Carolina Department of  Transportation 

View Grant Agreement 
Use this procedure to display an existing 

Grant Agreement. 

1. Navigate to the Grants Home screen. 

(Figure 1) 

2. Click View Grant Agreement in the Search 

section. The Search: Grantor Agreements 

screen displays. (Figure 2) 

3. Enter search criteria, if desired, then click

. 

4. Click the desired Grant Agreement num-
ber in the Agreement ID column. The 

Agreement: [number] [description] 

screen displays. 

5. Review data in the Grant Agreement  

sections. 

Grant Agreement Sections 

Agreement Overview—displays key  
information from the Grant Agreement,  
including application amounts, funding source 
percentages, project details, and DBE/MBE/

WBE participation goals. (Figure 3) 

The status of the agreement indicates where 
the application is in the approval process.  
Refer to the table below for explanations of 

the possible statuses:  

Status Description 

Pending Approval Grant Agreement created; waiting for DOA approval 

Returned to L1 Approval Grant Agreement returned to DOA for corrections 

Rejected Grant Agreement rejected by DOA 

L1 Approval Complete Grant Agreement approved by DOA Finance; forwarded to EA 

L2 Approval Complete Grant Agreement approved by EA; forwarded to CM 

L3 Approval Complete Grant Agreement approved; Pay Requests may be created 

Completed Grant Agreement is completed and closed 

Topic continues on next page 

Figure 1 

Figure 2 

Figure 3 
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North Carolina Department of  Transportation 

View Grant Agreement, cont. 

Grant Agreement Sections, Continued 

Items—displays list of Grant Agreement  
expense types with amounts and open  

balances. (Figure 4) 

Click a number in the Item No column to  

display additional information, if desired. Click

to return to the Grant Agreement. 

Transaction History—displays links to items 
related to the Grant Agreement. (Figure 5) 
Click a link in the Transaction ID column to 
display a document,  if desired. Click

to return to the Grant Agreement.  

Attachments—displays a list of documents 

that have been attached to the Grant  
Agreement. (Figure 6) Click a document title 
in the Name column to display the  

attachment. Click to close the  

attachment. 

To attach a document to the Grant  

Agreement, perform the following: 

1. Click . (Figure 6) The  
Attachment—Webpage Dialog box  

displays. (Figure 7) 

2. Click . The Choose File to  

Upload dialog box displays. 

3. Navigate to the desired PDF document, 

then double click the document. 

4. Enter the title of the document in the 

Name field. 

5. Enter a brief description of the document in the Description field. 

6. Click . The document displays in the Attachments section. (Figure 6) 

To remove a document that was attached by mistake, perform the following: 

1. Click in the Actions column for the attachment to remove. (Figure 6) The Confirm Deletion—

Webpage Dialog box displays. (Figure 8) 

2. Click . The document is removed from the Attachments section. 

Figure 4 

Figure 5 

Figure 6 

Figure 8 

Figure 7 
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North Carolina Department of  Transportation 

Submit Grant Modification Request 

Use this procedure to create a Grant Modifi-
cation Request. (Grant Modification Requests 
are also called Change Requests.) Data may 

be entered in shaded fields only. 

1. Navigate to the Grants Home screen. 

(Figure 1) 

2. Click Submit Grant Modification Req in the 
Search section. The Search: Change 
Request Form screen displays.  

(Figure 2) 

3. Enter search criteria, if desired, then click

. 

4. Click the link in the Change Request Form 

column for the appropriate Grant  
Agreement. (Figure 2) The New Change 
Request Form screen displays.  

(Figure 3) 

5. Enter a reason for the change to the 
Agreement in the Reason for Change 

field. 

6. Enter adjustments to dollar values for the 
applicable expense types in the Change 
Amount (+/-) column. (Figure 4) 
Note: Enter a minus (-) before the dollar 

amount to decrease the approved budget. 

 

Figure 1 

Figure 2 

Figure 4 

Figure 3 

Topic continues on next page 
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North Carolina Department of  Transportation 

Submit Grant Modification, cont. 

1. Click to validate your entries. 

(Figure 5) 

2. Review the message in the resulting  
dialog box to determine if corrections are 

required. (Figure 6) 

3. Click to close the dialog box. 

4. Make any corrections necessary. 

Save or Submit 

Only Airport Sponsors can pin and submit 
changes Grant Modification Requests. If you 
are not an Airport Sponsor, you can only save 

your entries.  

Save 

1. Click . (Figure 5) The Java 
Script Window – SAVE dialog box  

displays. (Figure 7) 

2. Click . 

3. Click the link to upload attachments if  
applicable, following the on-screen  

instructions. (Figure 8) 

Submit 

1. Select checkbox for the authorization  

signature. (Figure 5) 

2. Enter your name in the Name field. 

3. Enter your pin number in the PIN field. 

4. Click . The JavaScript  
Window—SUBMIT dialog box displays. 

(Figure 9) 

5. Click . 

6. Click the link to upload attachments if  
applicable, following the on-screen  

instructions. (Figure 10) 

Figure 5 

Figure 6 

Figure 7 

Figure 8 

Figure 9 

Figure 10 
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North Carolina Department of  Transportation 

Edit Grant Modification Request 
Use this procedure to change an existing 
Grant Modification Request. (Grant Modifica-
tion Requests are also called Change Re-
quests.) Data may be entered in shaded fields 

only. 

1. Navigate to the Grants Home screen. 

(Figure 1) 

2. Click Edit Grant Modification Req in the 
Search section. The Search: Grantor 

Change Request screen displays. 

(Figure 2) 

3. Enter search criteria, if desired, then click

. 

4. Click the desired Grant Modification  
Request number in the Change Request 
ID column. The Edit Change Request - 

[number] screen displays. (Figure 3) 

5. Enter an explanation of the change in the 

Reason for Change field. 

6. Enter adjustments to dollar values for the 
applicable expense types in the Change 
Amount (+/-) column. (Figure 4) 
Note: Enter a minus (-) before the dollar 

amount to decrease the approved budget. 

7. Press Enter to update values in the table. 

 

Figure 1 

Figure 2 

Figure 3 

Figure 4 

Topic continues on next page 
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North Carolina Department of  Transportation 

Edit Grant Modification, cont. 

8. Click to validate your entries. 

(Figure 5) 

9. Review the message in the resulting  
dialog box to determine if corrections are 

required. (Figure 6) 

10. Click to close the dialog box. 

11. Make any corrections necessary. 

Save or Submit 

Only Airport Sponsors can pin and submit 
changes Grant Modification Requests. If you 
are not an Airport Sponsor, you can only save 

your entries.  

Save 

1. Click . (Figure 5) The Java 
Script Window – SAVE dialog box  

displays. (Figure 7) 

2. Click . 

3. Click the link to upload attachments if  
applicable, following the on-screen  

instructions. (Figure 8) 

Submit 

1. Select checkbox for the authorization  

signature. (Figure 5) 

2. Enter your name in the Name field. 

3. Enter your pin number in the PIN field. 

4. Click . The JavaScript  
Window—SUBMIT dialog box displays. 

(Figure 9) 

5. Click . 

6. Click the link to upload attachments if  
applicable, following the on-screen  

instructions. 

 

Figure 5 

Figure 6 

Figure 7 

Figure 8 

Figure 9 

Figure 10 
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North Carolina Department of  Transportation 

New Pay Request 
Use this procedure to create a Pay Request 
for an Agreement. (Pay Requests are also 
called Claims.) Data may be entered in shad-
ed fields only. A red asterisk (*) indicates a 

required field.  

1. Navigate to the Grants Home screen. 

(Figure 1) 

2. Click New Pay Request in the Search  
section. The Search: Claim Form screen 

displays. (Figure 2) 

3. Enter search criteria, if desired, then click

. 

4. Click the link in the Claim Form column for 

the appropriate Grant Agreement. (Figure 
2) The New Claim Form screen displays. 

(Figure 3) 

5. Enter the Pay Request number in the  

Invoice Number field. 

6. Change the date in the Date Prepared 

field, if desired. 

7. Enter the dates covered by the invoice in 

the Invoice Period From and To fields. 

8. Select the Yes or No radio button to  

indicate if this is the final invoice. 

9. Click , then select Yes or No to indicate 
if DBE/MBE/WBE sub-contractor  
payments were made during this invoice 

period.  

10. Enter expenditures for the applicable  
expense types in the Expenses This  

Period column. (Figure 4) 

11. Press Enter.  

12. Scroll down, and enter any additional  

information in the Comments field. 

Topic continues on next page 

Figure 1 

Figure 2 

Figure 4 

Figure 3 
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North Carolina Department of  Transportation 

New Pay Request, cont. 

10. Click to validate your entries. 

(Figure 5) 

11. Review the message in the resulting  
dialog box to determine if corrections are 

required. (Figure 6) 

12. Click to close the dialog box. 

13. Make any corrections necessary. 

Save or Submit 

Only Airport Sponsors can pin and submit 
Pay Requests. If you are not an Airport  

Sponsor, you can only save your entries.  

Save  

1. Click . (Figure 5) The Java 
Script Window—SAVE dialog box dis-

plays (Figure 7) 

2. Click . 

3. Click the link to upload attachments if  
applicable, following the on-screen  

instructions. (Figure 8) 

Submit 

1. Select the checkbox for the authorization 

signature. (Figure 5) 

2. Enter your name in the Name field. 

3. Enter your pin number in the PIN field. 

4. Click . The JavaScript Win-
dow—SUBMIT dialog box displays. 

(Figure 9) 

5. Click . 

6. Click the link to upload attachments if ap-
plicable, following the on-screen instruc-

tions. (Figure 10) 

Figure 5 

Figure 6 

Figure 7 

Figure 8 

Figure 9 

Figure 10 
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North Carolina Department of  Transportation 

Review Pay Request 
Use this procedure to display an existing Pay 
Request. (Pay Requests are also called 

Claims.)  

1. Navigate to the Grants Home screen. 

(Figure 1) 

2. Click Review Pay Request in the Search 
section. The Search: Grantor Claims 

screen displays. (Figure 2) 

3. Enter search criteria, if desired, then click

. 

4. Click the desired Pay Request claim num-
ber in the Claim ID column. The Claim: 

[number] [name] screen displays. 

5. Review data in the Pay Request sections. 

Pay Request Sections 

Claim Overview—displays key information 

from the Pay Request, including payment 
amounts, funding source percentages, project 
details, and DBE/MBE/WBE participation 

goals. (Figure 3) 

Refer to the table on the following page for 

explanations of the possible statuses:  

 

Topic continues on next page 

Figure 2 

Figure 1 

Figure 3 
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North Carolina Department of  Transportation 

Review Pay Request, cont. 

Pay Request Sections, continued 

Claim Overview—refer to the table below for explanations of the possible statuses  

Claim Form—displays the Pay Request in 
PDF format. (Figure 4) The most recent  
version of the Pay Request defaults.  

Click in the Version field to display a  
previous version, if desired. The Last 
Changed By and Change Date fields  

indicate who performed the last update to the 
Pay Request and when.  
Use the scroll bar within the PDF screen to 
display additional pages.  

Click to print the Pay Request, if desired. 

Attachments—displays a list of documents 

that have been attached to the Pay Request. 

(Figure 5) 

To display an attachment, click a document 

title in the Name column. Click to close 

the attachment.  

Status Description 

In Process by Airport Pay Request created, but not submitted 

Submitted Pay Request submitted to DOA 

Returned Pay Request returned to Airport 

Returned to Claim PM Pay Request returned to DOA APM 

Rejected Pay Request rejected by DOA 

L1—Project Manager Approved Pay Request approved by APM; forwarded to DOA Finance 

L2—Finance Manager Approved Pay Request approved by DOA Finance; forwarded to EA 

Returned for L2 Re Approval Pay Request returned to DOA Finance for correction and approval 

External Audit Approved Pay Request approved by EA; forwarded to CM 

Contract Management Approved Pay request approved by CM; payment pending 

Topic continues on next page 

Figure 4 

Figure 5 
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North Carolina Department of  Transportation 

Review Pay Request, cont. 

Attachments—to attach a document to the 

Pay Request, perform the following: 

1. Click . (Figure 5, previous 
page) The Attachment—Webpage Dialog 

box displays. (Figure 6) 

2. Click . The Choose File to  

Upload dialog box displays. 

3. Navigate to the desired PDF document, 

then double click the document. 

4. Enter the title of the document in the 

Name field. 

5. Enter a brief description of the document 

in the Description field. 

6. Click . The document displays in 
the Attachments section. (Figure 5,  

previous page) 

Transaction History—displays links to items 

related to the Pay Request. (Figure 7) 

Click a link in the Transaction ID column to 

display the item. Click to return to 

the Pay Request.  

Figure 7 

Pay Request Sections, Continued 

Figure 6 
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North Carolina Department of  Transportation 

Change Pay Request 
Use this procedure to change an existing Pay 
Request. (Pay Requests are also called 

Claims.)  

1. Navigate to the Grants Home screen. 

(Figure 1) 

2. Click Change Pay Request in the Search 
section. The Search: Grantor Claim screen 

displays. (Figure 2) 

3. Enter search criteria, if desired, then click

. 

4. Click the desired Pay Request number in 
the Claim ID column. The Edit Claim - 

[number] screen displays. (Figure 3) 

5. Make the necessary changes. (Refer to 

New Pay Request for instructions.) 

6. Press Enter to update values in the Ex-

penses table. 

Figure 1 

Figure 2 

Topic continues on next page 

Figure 3 
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North Carolina Department of  Transportation 

Change Pay Request, cont. 

1. Click to validate your entries. 

(Figure 4) 

2. Review the message in the resulting  
dialog box to determine if corrections are 

required. (Figure 5) 

3. Click to close the dialog box. 

4. Make any corrections necessary. 

Save or Submit 

Only Airport Sponsors can pin and submit 
Pay Requests. If you are not an Airport Spon-

sor, you can only save your entries.  

Save  

1. Click . (Figure 4) The Java 
Script Window—SAVE dialog box  

displays. (Figure 6) 

2. Click . 

3. Click the link to upload attachments if  
applicable, following the on-screen  

instructions. (Figure 7) 

Submit 

1. Select the checkbox for the authorization 

signature. (Figure 4) 

2. Enter your name in the Name field. 

3. Enter your pin number in the PIN field. 

4. Click . The JavaScript 
Window—SUBMIT dialog box displays. 

(Figure 8) 

5. Click . 

6. Click the link to upload attachments if  
applicable, following the on-screen  

instructions. (Figure 9) 

Figure 4 

Figure 5 

Figure 6 

Figure 7 

Figure 8 

Figure 9 


